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RESTRICTED

CENTRAL INTELLIGENCE AGENCY
Washington, D, C,

ADMINISTRATION INSTRUG . ‘ 13 October 1947

NO. 25X1A

SUBJECT: Official Routing Slips

1. Effective immediateiy the "Official Routing Slip" Form
No, 30-4 and "Transmittal Slip Form No, 36~8 will be used for .
transmitting official papers between Offices and Staff Sections of
the Central Intelligence Agency. These forms should also be used
for intra-office routing purposes to the extent practicable.

2. Supply of these forms will be maintained by the Supply
Division, Services Branch, A& and may be obbtained by recuisition.

3. If special intra=office routing slips are essential, they
may be used providad that:

a, Forms 30-/ and 36~8 cannot be made to serve the
purpose,

b, They show no designation of orgenizational units
of an office,

4. Existing intra~office routing forms maey continue to be
used until new supplies are necessary.

FOR THE DIREGTOR OF CENTRAL INTELLIGENCE: 25X1A

Executive for
DISTRIBUTION: A Administration and Management

ATTACHMENTS @
Sample of Form 30=4
Sample of Form 36-8

om0 RBRIGED

Approved For Release 2001/08/02 : CIA-RDP81-00728R000100020049-9



Approved For Release 2001/08/02 : CIA-RDP81-00728R000100020049-9

. TRANSMITTAL . p
/ DATE

TO:_

BUILDING ROOM NO.

REMARKS:
FROM:
BUILDING ROOM NO. EXTENSION
s wass)

Approved-For Release 2001/08/02 : CIA-RDP81-00728R000100020049-9




Approved For Release 2001/08/02 : CIA-RDP81-00728R000100020049-9

¥

UNCLASSIFIED .
; (SENDER WILL CIRCLE CLASS. .ATION TOP AND BOTTOM

RESTRICTED CONFIDENTIAL ) SECRET

CENTRAL INTELLIGENCE AGENCY
OFFICIAL ROUTING SLIP

10

INITIALS| DATE

INITIALS| DATE

Y

SECRET

CIapprovaL [T iNFORMATION L___1siaNATURE

[ acTion
CcommenT lpgeparation oF repy ——1 pispaTcH
[_JconcurReNcE [ RecomMeENDATION [ _1FILE

REMARKS:

[—1oiRecT REPLY ~ [__JRETURN

CONFIDENTIAL  RESTRICTED  UNCLASSIFIED

FORM NO,
SEP 1947

30-4

Approved For Release 2001/08/02 : CIA-RDP81-00728R000100020049-9



Approved For Release 2001/08/02 : CIA-RDP81-00728R000100020049-9

25X1A
{
Y - g
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CENTRAL INTELLIGENCE AGENCY
Weshington, D, C,
ﬁgriumsmmow INSTRW 13 October 1947/

25X1A

SUBJECT: Official Routing Slips

1., Effective immediately the "Official Routing Slip" Form
No. 30-4 and "Transmittal Slip Form No., 36-8 will be used for
transmltting official papers between Offices and Staff Sections of
the Central Intelligence Agency, These forms should also be used
for ‘intra~office routing purposes to the extent practicable,

2+ Supply of these forms will be maintained by the Supply
Division, Services Branch, A& and may be obtained by requisition,

3. If special intra-office routing slips are essential, they
may be used provided that:

a, Forms 30-4 and 36~-8 cannot be made to serve the
purpose,

b, 'They show no designation of organizational units
of an office, ' '

4, Existing intra~office routing forms may continue to be
used until new supplies are necessary,

, 25X1A
FOR THE DIRECTOR OF CENTRAL INTELLIGENGCE:

, . Executive for
DISTRIBUTION: --A - . ' Administration and Management

ATTACHMENTS:
Sample of Form 30-4
Sample of Form 36-8
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